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PERSONNEL,_OFFICE SURTEY, FERORT

ORGANIZATIONAL, COMPONENT:
4, 0Office of Commmmicatlons
B, Adminlstrative Staff
C, Perscmmol Branch

Do Office of Chlefl

HRIEF FUNCTIONAL STATRMENT -~ Incinding Reporiing Au ggezm&m
W&ﬁmmlmmg&m Conpenent and Proposed Pergomme

The Persounel Branch 1s under the general supervislon of the
Chiof, Administrative Staff and is mbpmm‘ble for plamning, coordinating
and implementing the interral personnel support peogram for the 0/C.

There are thres peopls currently assigned to the Offise of 25X1A93
the Gliefp Pergormel PBranch, namoly; a
Chief Agsistant Branch Chief; and Misas 25X1A%a
i %cmuar o e propoged Table of Organizaiicn request sub- 25X1A9a
mlitted by the Offise of Coummlsations for the Persornal Branch, 25X1A9%a

Office of Chief, provided for three posiilons,

DETATLED FUNGTIONAL RESPONSIBILITIES GURRENTLY ASSICNED TO THIS
ORGANIZATIONAL COMPORINT

A, Chief, Personnsl Brauch

1, Conduets contimilng 13alson with O/0 Diwisions and
Staff Chiefs regavdlng pwi eng of goncral peorsonael
managoment and frequeat llsipen with ap components
of CGIA whloh heve O/0 poracrmel om their Tableg of
Orgapization. Ia additicn. meintaing conbilaaing
1iaisen with the Central Fergomsld O77ice and obher
DD/A eompononts.

20 Pa%immteq with Chlel. Aminlotrative Staff and the
;B in doveloplng the mwmal paesonacl policy for
/G,

4, Tmplomenta the Agemoy®s persomel polislag ard
procodures a8 woll as the 0/C pergonnel progran;
inauring vaiformdty throvghout the organlzation
{Departmentel and Forelgn TFisld),
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4., Develops present and projected persommel require-
mentg including strength by vavious oscupations and
qualifications which determine priority for certain
critical or specialized type personnel,

5., Furnishes to 0/C Career Servise Board through the
Assistant Chief, technical persomnel advice and
guidance as affects all categories of 0/C personnel.

6. Provides solutions for umusual personnel problems
pertaining to the support of employees and dependents
who are regiding in forsign arsas.

7. Supervises the day-to=fiay astivities of the Personnel
Branch,

8. Serves as the C/C Evaluation Officer for the Personnel
Bvalvation Report progyam.

9, In the absence of the Chief, Administrative Staff or of
his Deputy, sexrves im that sapacity.

10, Serves 8ible offlesr for all ssnzitive persornel
cases msaﬂicauon)a 25X1C4a

B. DEPUTY CHIEF, Personnel Branch

1, Serves asz full Assistant to the Chief, Personmnel Branch,
and in hisz ahsence serves in that eapacity,

2, Provlides direet supervision of the Foreign Ssctions,

3, Serves as Executive Secretary of the 0/C Career Service
Board and as the Adminigtrative Staff advisgor to the
Board on personnel and related administraiive matters.

4o Serves as Training Officer for 0/C Persommel Evaluation
Report program,

Co OSECRETARY

1, Provides gensral secrstarial and olerical support to the
Chief and Assistant Chief, Personnel Branch, such as

a. Takes and transoribes dletation for intra~offlce
and intra-Ageney and ficld correspondence from
Chief and Assistant Chief.

b, Receives personal and telephone calla to the offlce.

6. Arranges appoinmtments and eonferences for Chief and
Deputy Chief and perforns related duties ss asaignedo
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